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FOREWORD 



Provisions of Title III of the Elementary and Secondary Education Act en- 
titled "Adult Education Act of I966" place responsibility for State ad- 
ministration of Adult Basic Education Programs upon the Texas Education 
Agency in accordance with the State Plan for Adult Basic Education 
approved by the State Board of Education and the United States Commission- 
er of Education. 

As one phase of carrying out this responsibility, this guide has been 
prepared to assist local public educational agencies in organizing and 
conducting the -Adult Basic Education Program. 



J. W. Edgar 

Commissioner of Education 
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GUIDE FOR PUBLIC EDUCATIONAL AGENCIES 
IN PLANNING AND CONDUCTING ADULT BASIC EDUCATION PROGRAMS 



Introduction 



Nearly two million Texans sixteen years or older have not achieved an eigh- 
th grade level of education. These adults lack sufficient knowledge and 
skills in reading, writing, and speaking the English language and in 
arithmetic. They do not possess adequate knowledge relating to good health 
practices, citizenship rights and responsibilities, principles of good 
homemaking practices, and community relationships. They have inadequate 
knowledge and information relating to employment, such as good work habits, 
employment opportunities, training requirements for entry upon and success 
in employment, and information as to the availability of training programs 
designed to prepare persons for job opportunities. 

These deficiencies constitute a substantial impairment to obtaining or 
retaining productive employment and to functioning successfully in meet- 
ing adult responsibilities. 

This guide has been prepared to assist public educational agencies in or- 
ganizing and conducting Adult Basic Education programs as a solution to 
the problems of adults having educational deficiencies. The guide contains 
information describing the objectives of the program, suggestions for 
establishing the essential organization in the community to assist the 
schools in recruitment of students and teachers, and other suggestions 
designed to be helpful in organizing these programs. 



Objectives of the Program 

Major objectives of the program are; 

1. Teaching adults to read, write, and speak the English language; and 
acquire arithmetic skills. 

2. To use subject matter content in teaching the basic educational skills 
that provide valuable knowledge to adults regarding good health prac- 
tices, citizenship responsibilities, good homemaking principles, fami- 
ly and community relationships, and information relating to employment, 
such as good work habits, occupational opportunities, training require- 
ments for entry upon and success in employment, and information 
relating to the availability of training programs designed to prepare 
persons for job opportunities. 

3. To assist students to meet better their adult responsibilities. 



Eligibility of Persons for Enrollment in the Program 

1. Age: Sixteen years or older. 

2. Educational level: Have achieved less than an eighth grade education. 
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3. Need tasic education to learn to read, write, and speak the English 
language, and to learn computation skills, or to achieve more adequate 
competency in "basic education; to "become more capa"ble of "benefiting 
from vocational training and otherwise increase opportunities and 
skills for more productive employment; and to "become less dependent on 
others and "become better able to meet adult responsibilities. 

Eligible adults who are in the lower socio-economic classification are 
to be given priority of enrollment in classes of Adult Basic Education. 

No person shall on the basis of race, color, creed, or national origin 
be denied the benefits of, or subjected to, discrimination under any 
program of Adult Basic Education. 



Teacher Qualifications 

Instructors of basic education programs for adults shall be selected by 
local public educational agencies electing to conduct programs. 

A valid Texas Teacher's Certificate is desirable but not required. Teach- 
ers should be selected on the basis of general qualifications, interest in 
adult education, and the ability to work effectively with undereducated 
adults of all ages. 

It is recommended that Adult Basic Education teachers attend at least l8 
hours of in-service preparation annually. 

Planning Adult Basic Education In-Service Training 

Adult Basic Education directors and teacher trainers, in planning workshops 
must be sensitive to the program's needs. Local program supervision will 
normally be the primary source of information upon which to base workshop 
content . 

In organizing teacher training, schools should consider area programs. 

Often the exchange of ideas and teaching techniques between teachers of 
various schools will contribute significantly to the success of the train- 
ing. 

The following may be considered in determining needs when planning Adult 
Basic Education teacher training workshops: 

1. Teacher needs — Information on teacher needs may be obtained by in- 
formal conversation with teachers or by use of written questionnaries . 

2. Student needs — Student needs may be obtained from teachers, analyses 
of tests, or conversations with students. Excessive dropouts, or low 
attendance may point out problems that can be resolved by in-service 
training. 

3. Purchase or development of new materials, such as programed tests, 
could result in a need for in-service training. 

It. Unsatisfactory rate of learning by students could point to a need for 
in-service training. 
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5« Introduction of new or varied materials available for Adult Basic 
Education could contribute to a need for in-service training. 

6. Instruction of teachers in specific techniques and methods of using 
instructional material purchased by schools, or guidance of teachers 
in selection of new materials may be accomplished with in-service 
education. 

7. Inept and limited use of audio-visual aids and materials may point out 
areas in which teacher training may provide improvement. 

8. Interchange of ideas and practices between teachers may need to be 
improved. 

9* Curriculimi planning, program evaluation, and testing can be improved 
through further orientation and training. 

10. Teacher discussion or relationships between teacher-student and 
teacher-administrator, social services available to adults in the 
community, and effective use of resource people may be topics to 
explore through in-service programs. 

11. Learning to write objectives and goals, specific and general, in terms 
of what the student, the teacher, and the program will do. (Know 
where you are going and how to tell when you get there.) 

12. The guide for curriculvun planning should be reviewed by teachers and 
instruction given in its use. 



Administration of Programs 

Adult Basic Education programs are under the administration of local public 
educational agencies. Administrators of these institutions should seek 
and utilize the cooperation of the community action organization, if such 
an organization exists in the community, and other community agencies, 
volunteer organizations, and individuals in organizing programs, recruiting 
and encouraging students to enter and complete the program, recruiting of 
teachers, and in other ways necessary for organizing and conducting 
successful programs of Adult Basic Education. 



Procedures in Planning Programs 

Organization of an Advisory Committee on Adult Basic Education 



The first important step in implementation of the program is the organi- 
zation of an Advisory Committee on Adult Basic Education. This committee, 
appointed by the administrative head of the local public educational 
agency, should be comprised of representatives of community agencies, 
organizations, volunteer groups, school personnel. Adult Basic Education 
students, and other individuals interested in increasing the educational 
level of citizens in the community and in substantially decreasing illiter- 
acy. Members of the committee should be selected from each section of the 
community. The committee should work closely with the community action 

organization of the community and with other agencies and volunteer 
organizations interested in the program* 



Conducting Surveys to Determine the Number of Adults Eligible For and 
Needing the Program 

In cooperation with the community action organization in the community, and 
with other community agencies and voluntary organizations, the local public 
educational agency determines the location and munber of adults sixteen 
years of age or older who have completed less than the eighth grade 
level of education and who need the instruction provided in the Adult Basic 
Education programs. 

The program is not limited to persons who are unemployed, the welfare re- 
cipient, and the undereducated, but may include all these groups and other 
adults in need of basic education. Priority for enrollment should be 
given to adults functioning at the fifth grade level or below. 

Stimulating Eligible Adults to Enroll in the Program 

Either during the time when the survey is being made, or immediately there- 
after, members of the community action organization, community agencies, 
voluntary organizations, school officials, and faculty members and other 
members of the community should be enlisted in a campaign in every section 
of the community to contact adults eligible for participation in Adult 
Basic Education classes and encourage them to enroll. 

Since many of these adults cannot be enrolled in the pr,ogram through news 
media, radio or television announcements, personal contact with them by 
persons they know and in whom they have confidence will be necessary. 

To stimulate euid encourage adults to attend, individuals making these per- 
sonal contacts should explain the purposes euid benefits of the program in 
terms of providing adults the opportunity to learn to read, write, and 
speak the English language; or to improve their ability in these basic 
educational skills, learn arithmetic or improve their ability in mathemat- 
ics. They should be informed that by possessing good reading, writing, 
speaking, and mathematical abilities, their employability and job stability 
will be increased, and that they will receive valuable information regard- 
ing good health practices, citizenship rights and responsibilities, good 
homemaking principles , family relationships, community relationships, and 
information valuable to them in relation to employment and job opportuni- 
ties. 

Additionally, information should be given about location of classes in the 
section of the community where adults being contacted reside, dates and 
time of day or evening when classes will be held, length of class session, 
euid length of program. The enrollee should be informed that he will not 
have to pay any fee, tuition, or other charges, and that he will be sup- 
plied materials needed. 

Classification of Persons in Each Section of the Community Who Are Eligi- 
ble For Enrollment in the Program in Accordeince with the Three Lev ' s of 
Instruction 



The present educational achievements of persons identified in the survey 
sho\ild be classified in accordeuice with the three elementary levels of 
instruction in the Adult Basic Education program. The three levels of 
instruction are: 






. Basic level ~ those who have no education, or only a first or 

second grade education, or have not completed the third grade. 

• Intermediate level — those who have completed the third grade, but 
have not completed the sixth grade. 

. Upper level — those who have completed the sixth t ade, but have 
not completed the eighth grade. 

A suggested minimum of 100 hours of instruction should be provided for each 
level unless a shorter length of time has received approval by the Texas 
Education Agency prior to the beginning date of the class. Most schools 
feel that 120 hours of instruction distributed over the school year into 
two class meetings per week for two hours per night meet their require- 
ments for a sound program of instruction. 

Organization and Location of Classes 

As a result of information disclosed in the survey, the number of eligible 
adults in each section of the community and the respective level of in- 
struction they need will be determined. With this information available, 
program organization can be affected for each section of the community 
and for each level of instruction. The enrollment in a class should not 
be less than ten. 

When the number of classes in each section of the community has been deter- 
mined, the decision should be made as to their locations convenient to 
prospective enrollees so that students will not be required to travel long 
distances or go outside their section of the community. 

Classes may be located and conducted in facilities of local public educa- 
tional agencies.. These facilities are most frequently utilized in the 
Adult Basic Education program. Won-public school, other non-public, and 
public facilities may be used. The important element is that the facility 
be located convenient to prospective enrollees, be available in the 
day or evening as needed, and be comfortable and adequate for good instruc- 
tion. 

If a student attends more than 50 percent of class meetings, he is consid- 
ered to be actively enrolled. If a student has not attended class for 
four consecutive weeks, this student is no longer considered as an active 
enrollee. 

Selection and Preparation of Teachers 

Selection of instructors having very real interest in teaching and assist- 
ing undereducated young and older adults is of utmost importance. Experi- 
ence in conducting adult education programs, when teachers with this 
experience are available, is highly desirable. When teachers without 
experience in adult education programs are employed, they should realize 
that instructing adults differs considerably from teaching children. The 
content of instruction, examples, illustrations, reading materials, arith- 
metic problems and discussions must be in terms of adult interests 
related to assisting students to meet their adult responsibilities. Pro- 
cedures and methods in conducting classes should be adapted to adults. 
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Local educational agencies may select and employ teachers on a full-time 
or part-time basis. In communities where many c3.asses may be conducted 
during the day, the employment of full-time teachers may be desirable. In 
such communities, employment of part-time teachers on an hourly-rate salary 
basis may be necessary to supplement the work of full-time teachers. In 
communities where only a small number of classes are needed, teachers em- 
ployed on an hourly-rate basis will be adequate for such programs. 

When employment of full-time teachers is justified, their duties, though 
principally that of conducting classes may also include responsibility 
for organization of classes, contacting adults to encourage them to con- 
tinue participation, and performance of other duties directly connected 
with and necessary to successful programs of Adult Basic Education in the 
community. 

Justification of the employment of teachers on a full-time basis will be 
dependent upon the number of classes needed in a community, and the amount 
of time per week each full-time teacher will be assigned to teaching Adult 
Basic Education classes. As a minimum, actual teaching of classes should 
average not less than twenty hours per week and other duties directly 
connected with the program should be a minimum of twenty hours per week. 

Employment of part-time teachers at hourly rates will be on the basis of 
employing them for the actual time they teach classes. When public school 
teachers are employed to teach Adult Basic Education courses, such assign- 
ment must be outside the regular school day. 

Use of Counselors 



Employment of part-time counselors at hourly rates will be on the basis of 
employing them for the actual time used in the program. 

Counselors should be used to assist teachers to conduct pre-tests and post- 
tests and for assisting teachers in placing the adults in the correct level 
of instruction. Counselors should also assist in regular counseling 
activities as needed by students in the program. 

Selection of Teacher Aides 



Teacher f.ides may be employed utilizing Adult Basic Education funds at the 
local prevailing rate for teacher aides. The nuunber of teacher aides may 
not exceed one per class. To qualify as a teacher aide, an individual 
must have at least a high school education (diploma) or its equivalent 
plus fluency in the English language. Teacher aides must be capable of 
performing clerical duties and assisting the teacher in individual in- 
struction and with classroom activities and other duties as prescribed. 

Supervision of the Program 

Public educational agencies should provide appropriate and adequt-te super- 
vision of the Adult Basic Education program. In communities in which many 
classes are conducted, a supervisor, director, or coordinator responsible 
to the head of the public educational agency, or his staff designee, 
should be appointed to have responsibility for the program, including 
duties such as: 
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1 . Working with the Advisory Committee. 

2 . Directing surveys. 

3 . Supervising the work of classifying eligible adults as to the level 
of instruction they need. 

It. Coordinating the work of teachers, agencies, organizations, and other 
groups in stimulating and encouraging adults to enroll in classes. 

5 . Recruitment of teachers and recommending their employment to the head 
of the public educational agency. 

6. Consulting with the Texas Education Agency for the training of teach- 
ers in local or area training institutes. 

7 . Securing instructional materials for teachers and students. 

8. Securing needed instructional equipment. 

9 . Supervision of teachers and teacher-aides . 

10. Preparation of application for approval of programs, contracts for 
allocation of funds, application for reimbursement, and required 
reports for submittal to the Texas Education Agency. 

11. Evaluation of the effectiveness and quality of programs being conduct- 
ed in the community. 

12. Assisting teachers and teacher aides to improve programs as needed, 
provide for in-service training, and perform other supervisory, 
consultative, and administrative responsibilities required for 
further development of programs of high quality. 



Financing the Program 

Financing of Adult Basic Education programs cannot include charging en- 
rollees tuition, fees, or other assessments as a condition for participa- 
tion in such programs, or charging for the purchase of books or other 
material. 



Within funds available to the Texas Education Agency from the Adult Educa- 
tion Act of 1966 for the fiscal year ending June 30 , I97O, reimbursement 
can be made to local public educational institutions for 90 percent of the 
costs of Adult Basic Education programs. When the Texas Education Agency 
supplies instructional materials, the cost of such materials will be a 
part of the 90 percent supplied by the Texas Education Agency. 

The following costs of the program are reimbursable when given prior 
approval by the Texas Education Agency: 



1. Salaries of full-time teachers based upon salary policies of local 
public educational institutions for full-time teaching personnel. 



2 . 



Salaries of 
classes not 



part-time teachers based upon 
to exceed the hourly teaching 



an hourly rate for teaching 
rate now available within 
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the local educational agency or not to exceed $6 an hour without 
justification. 



3. Salaries of teacher aides or para-professionals should be based on 
an hourly rate not to exceed rates for similar services. 

The reimbursable supervisory cost of an Adult Basic Education program 
should not exceed 20 percent of the total reimbursable budget. 

5. Funding for reimbursable clerical assistance should not exceed five 
percent of the total reimbursable budget. 

6. Funding for reimbursable counselor sei*vices should not exceed five 
percent of the total reimbursable budget. 

7. Salaries for teacher trainers may not exceed $10 per clock hour. When 
a teacher trainer is to be used, the State Adult Basic Education pro- 
gram director should be notified at least three weeks in advance of 
the workshop in writing. The teacher trainer must be selected from 
the list of teacher trainers available from the office of Adult Basic 
Education, Texas Education Agency. A director of Adult Basic Educa- 
tion who is certified as a teacher trainer is not eligible for 
reimbursement if the workshop is conducted primarily for his local 
teachers, and if any portion of his salary is reimbursed from Adult 
Basic Education funds. 

8. Travel within the district of the employing local public educational 
agency of full-time teachers and full-time or part-time supervisors 
between points of performance of official duties directly connected 
with and necessary to the Adult Basic Education program. Mileage on 
personally-owned vehicles at a mileage rate established by the local 
public educational institution not to exceed ten cents per mile is 
reimbursable. 

The maximum amount upon which reimbursement will be made for travel 
of a full-time teacher or full-time supervisor (or administrator) in 
the Adult Basic Education program shall not exceed an average of $30 
per month for performance of official duties directly connected with 
and necessary to the program within the district of the employing 
local public educational agency, and for travel and per diem for 
participating in training institutes held outside the employing dis- 
trict conducted or approved by the Texas Education Agency. For part- 
time supervisors employed one-half time to supervise and administer 
the Adult Basic Education program, the maximum reimbursable amount 
shall be $15 per month. Where serving more than one district, the 
amount of travel will be negotiated. 

9. Instructional equipment, supplies, and teaching aids including refer- 
ence materials, textbooks, and programed materials used by teachers 

in teaching and students in learning in programs of Adult Basic Educa- 
tion approved by the Texas Education Agency. 

10. Items of minor equipment, such as tape recorders, screens, and over- 
head projector carts costing less than $100 per unit. 
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11. Rental of space in privately-owned buildings is permissible when 
justified. In most communities housing of Adult Basic Education 
classes will be in facilities owned by local public educational 
institutions. However, when such space, other publicly-owned space 
or privately-owned donated space is unavailable, rental of space is 
reimbursable if: (a) expenditures for the space are necessary, 

reasonable, and properly related to the efficient administration 
and housing of Adult Basic Education classes, (b) the local public 
educational agency will receive the benefits of the expenditures, 
during the period of occupancy commensurate with such expenditures, 

(c) the amounts paid by the local public educational agency are not 
in excess of comparable rental in the particular community, and (d) 
expenditures represent a current cost to the local public educational 
agency. 

Actual costs of utilities and janitorial services directly related 
to conducting Adult Basic Education are eligible for reimbursement 
when conducted in publicly-owned buildings, including facilities of 
local public educational agencies, if like charges are made for simi- 
lar purposes to other groups holding meetings or gatherings in 
publicly-owned buildings. 

Materials obtainable from publishing companies must be for teaching read- 
ing, writing, and speaking the English language and for teaching arith- 
metic. Content of these publications must be in terms of adult interests 
and experiences giving emphasis, as is feasible and appropriate, to good 
health practices, citizenship rights and responsibilities, principles of 
good homemaking practices and community relationships, good work habits, 
employment opportunities, training required for entry upon and success in 
employment, and information as to the availability of training pro :rams 
designed to prepare persons for jobs and update and extend their knowledge 
and skills in employment. 

All materials, supplies, and equipment eligible for reimbursement must be 
directly associated with the instructional program itself. 

Local public educational agencies operating programs of Adult Basic Educa- 
tion will have responsibility for developing instructional materials for 
teachers and students. 

General office supplies ARE NOT reimbursable items. 

Capital Outlay Hot Reimbursable 

Items normally considered capital outlay , for example, office equijjment , 
such as desks, tables, chairs, filing cabinets, adding machines, duplicat- 
ing machines, and the like are not reimbursable. Prior approval must be 
obtained before purchasing equipment. 

Local Contribution 



Only public funds may be used for expenditures by local public educational 
institutions to comprise the 10 percent of costs to match the 90 percent 
of costs of Adult Basic Education programs reimbursable from the Texas 
Education Agency. The 10 percent matching by local public educational 
agencies cannot consist of counting use of equipment, use of space, mat- 
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erials, etc. However, the following actual costs can He’’ used as matching: 

1. Salary of part-time or full-time supervisors or administrators 
assigned specifically to supervise or administer the Adult Basic Educa- 
tion program. 

2. Local public educational agency funds expended for Adult Basic Educa- 
tion, including funds derived from donations by private organizations 
or individuals which are deposited to the account of the local public 
educational institution without conditions or restrictions on their 
use that would negate their character as public funds. Salaries paid 
to superintendents and administrators by Federal funds from other 
local school programs cannot be used for the 10 percent matching in- 
kind supervision. 



Reporting on'~Adult Basic Education Programs 

Local public educational agencies conducting programs of Adult Basic Educa- 
tion are required to make reports on classes organized and conducted, 
reports on supervision of the program, and other reports as may be request- 
ed by the Texas Education Agency. The Adult Basic Quarterly Program Re- 
port is due in the Office -of the State Program Director of Adult Basic 
Education by the 15th of January, April, July, and October. The report 
form may be obtained from the Program Director, Adult Basic Education. 

Local enrollment and attendance records must be maintained and made 
available upon request by the Texas Education Agency. (Sample in 
appendix. ) 

In addition to the reports described above to be sent to the Texas Educa- 
tion Agency, teachers and supervisors claiming travel are required to pre- 
pare and submit to the administrative head of the local public educational 
institution a Monthly Travel Report for Teachers and Coordinators, 

Form VOC-030, for each month for which reimbursable travel is claimed 
(sample in appendix). Time and Effort reports should be maintained by 
the local educational agency on all personnel including the 10 percent 
matching in-kind supervision (sample in appendix). An Annual Program 
Report will be required at the conclusion of the program each year 
(sample in appendix). 



Auditing Records of Public Educational Agencies 

Licensed public accountants employed by local educational institutions 
will, as a part of the audit of school accounts, audit the fiscal records 
and dociiments of local public educational agencies pertaining to expendi- 
tures claimed for reimbursement on Adult Basic Education from the Texas 
Education Agency. Records and financial documents relating to this pro- 
gram will be subject to audit by staff members employed in the Division of 
School Audits and in the offi-:e of the Business Manager of the Texas 
Education Agency, as well as iuspoction by members of the staff of Special 
Adult Programs, Texas Education Agency. 
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Inventory of Equipment 



Inventory will be kept by the school on all major and minor equipment. 
Officials of local public educational agencies are responsible for main- 
taining appropriate and adequate records and information sufficient to 
determine whether or not such equipment continues to be used for basic 
education purposes. The local educational agencies are also responsible 
for marking all such equipment with suitable school identification numbers 
and program letters. These inventories, records, and information shall be 
made available for reviev upon request of staff members of the Texas Ed- 
ucation Agency. 

When equipment costing $100 or more for which reimbursement has been made 
or funds allocated is no longer used for Adult Basic Education programs 
approved by the Texas Education Agency, value of the equipment will be 
determined at the time on the basis of a fair resale price, and the Texas 
Education Agency shall be paid its proper share of this amount or the item 
will be returned to the Texas Education Agency, 

Local educational agency officials should make certain that an adequate 
number of classes will be organized and conducted to justify the purchase 
of equipment. 



Evaluation of the Quality and Effectiveness of Programs 

Local public educational institutions are required to make evaluations of 
the quality and effectivenss of programs of Adult Basic Education, deter- 
mining to what extend the program accomplishes the basic goals of teaching 
adults to read, write, and speak the English language and acquire arith- 
metic skills. Evaluations shall include use of educational measurement 
devices, standardized tests, or other methods for determining student 
achievement levels and progress. Results of evaluations shall be used for 
revision and improvement of programs necessary to achieve the basic goals 
of the programs. An annual evaluation may be required as a part of the 
Consolidated Application for Federal Assistance, 



Providing Health Information and Services 

The Texas Education Agency and the Texas State Department of Health have 
entered into a written cooperative agreement relating to the provisions of 
health information and services for students of Adult Basic Education. A 
copy of this agreement is contained in the Appendix of this guide. 



Eligibility of Local Public Educational Agencies 
for Funds for Adult Basic Education Programs 
In Relation to the Civil Rights Act of 1964 

Approval of the compliance plan unde: the Civil Rights Act of 1961*, by the 
United States Commissioner of Education is necessary before a local public 
educational agency is eligible for funds for the Adult Basic Education 
program. 
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APPENDIX 



Cooperative Agreement between the Texas State Department of Health and the 
Texas Education Agency- 

Adult Basic Education Quarterly Program Report 
Sample Student Record Form 

Monthly Travel Report for Teachers and Coordinators , Form VOC-030 
Time and Effort Report 
Annual Program Report 
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COOPERATIVE AGREEMENT 
Between the 

TEXAS STATE DEPARTMENT OF HEALTH 
And the 

TEXAS EDUCATION AGENCY 



The purpose of Amendments to Title III of Public Law 89-750, the Adult 
Education Act of 1966, is to provide adult basic education programs for 
individuals over eighteen years of age whose lack of basic educational 
knowledge and skills constitutes a substantial impairment to their being 
able to obtain or retain emplojinent or to otherwise meet their adult 
responsibilities. An essential component in the educational program is 
the provision of health information and services as may reasonably be 
necessary to enable eligible persons to benefit from instruction provided 
under the State Plan for Adult Basic Education. 

Therefore, because of mutual interest in the program of adult basic educa- 
tion designed to increase substantially the educational level of adults 
with a view of assisting them to become less dependent on other, including 
provision of health information and services, the Texas State Department 
of Health and the Texas Education Agency have entered into the following 
agreement; 

1. The Texas State Department of Health will provide or arrange for pro- 
vision of health information and services for adults in need of basic 
education to the extent that such information and services are availa- 
ble without cost to the educational agencies or eligible adults needing 
health information and services as may reasonably be necessary to enable 
such persons to benefit from instruction provided by adult basic educa- 
tion programs under the State Plan. To the extent feasible, information 
and services will include; 

a. Health information to be used in the adult basic education program. 
The Texas Education Agency' as may be necessary will assist the 
Texas State Department of Health in organizing such information in- 
to appropriate form for use in adult basic education programs of 
instruction. 

b. Health services for adults in need of basic education. Local and 
county health offices may be contacted for tests and x-rays, ser- 
vices by public health nurses, counsel regarding nutrition, child 
care and development, patient care in the home, and in seeking 
medical advice, and other services and counsel needed by adult 
education students feasible for public health agencies to provide, 
including providing medical advice to local education agencies 
relating to providing adult basic education for persons with spe- 
cial health handicaps. 

c. Information as to the local and county public health agencies in 
the State and the types of information and services available to 
adults in basic education, and the procedures by which such per- 
sons secure such information and services. 



d. Assistance of local and county public health offices and others 
working in health fields in stimulating and referring adults in 

need of adult basic education for appropriate training in available 
programs. 

2. The Texas Education Agency and local educational agencies will: 

a. Refer eligible persons for health services to local and county pub* 
lie health offices. 

b. Make available health information provided by the Texas State Depart- 
ment of Health in the educational program for adults. 

c. Make available to the Texas State Department of Health and local and 
county public health offices the location of classes in adult basic 
education. 

The Texas State Department of Health and the Texas Education Agency agree to 
cooperative arrangements between local and county public health agencies and 
local education agencies conducting adult basic education programs under the 
State Plan in order to achieve the provisions of chis agreement. 

The Texas State Department of Health and the Texas Education Agency will 
assist each other to the maximum extent possible in achievement of the objec- 
tives of the Adult Education Act of 1966. 
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TEXAS EDUCATION AGENCY 
Office of Adult Basic Education 
Capitol Station 
Austin, Texas 78711 

ADULT BASIC EDUCATION QUARTERLY PROGRAM REPORT 




COLS, 2 ond 



instructions - This report form is largely self-explanatory. Possible problem areas are as follows: 

10 - Ta,RC< Pop»l..t.on, The numhei of adults over 18 years of age who have less than an elenrentary (8th grade) education. This data 

important a n d —...,, be as current and accurate as posstble. It can be obtatned from local surveys, from the State Department o Educat.on th Welfare 
Department, the U v Census Itureau or other sources. Cons.dcrat.on should be given to the incoming and outgoing m, grant population l^f om r'he 
target popular...: ..ad enroll.nenr frgures. Program progress w.ll be indicated eaeh quarter by subtracting the number of graduates (Col. 10) from the 

tarcct population at the beginning of the quarter (Col. 2)» . . i* . i i 

- New Enrollments By Grade Level. List the number of new cntollecs during the quarter by Beginning Level (Grades - ), 

(Grade74^6L and' AdT^^ ced Level (Grades 7 & 8). This requires a testing program and the keeping of records by grade levels indica cd. 

. Students In Class . As auothet rnd.cation of program progress. Cols. 7 and 8 will compare the number of students rn class dur.ng the previous quaner 
with students in the current quarter being reported. 

. List only the teachers actually teaching classes. . 

. Dtop-Oui For Employment. List the number of students dropping out because of finding employment or changing to a better job. 

. Dro^Oui For Other R r as -ons . List the nu.nbcr of dtop-outs fo, all other reasons besides finding a new o. better ,ob. .such as ,ob cdiangcs. seasonal 
employment, sickness, lack of intercut, transfers, etc, VAE — 006 



COLS. 



COLS. 



3, 4, 
ond 5 
7 Ond 8 



COL. 9 
COL. 11 
COL. 12 

TEA-440 



STUDENT RECORD (SUGGESTED) 



SCHOOL DISTRICT 



ADULT BASIC EDUCATION NAME OF SCHOOL 

NAME OF TEACHER 

Name Soc . Sec . Number 

Address Phone 

Sex: Male / / Female / / Date of Birth 

Marital Status: Single / 7 Married / 7 Divorced / 7 Widowed / 7 

Separated / / 

Number cE Children 

Employed By 

Type of Employment 

Income: Weekly ; or Monthly ; or Yearly 

Date Enrolled 

Level Enrolled (Enter test or method below in TEST RESULTS) 



TEST RESULTS 

(Subject Area) (Other) (Other) 



DATE 


TEST USED 


TOTAL 

SCORE 


READING 


ARITHMETIC 































































Date Promoted *, or withdrew 

Reason if Withdrawn 

Number of Instructional Hours Received 

Placement Level at Close of Program 



ERIC 
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-rr use in compiling the Annual Program Report as required by ths Adult 
Education Act of 1^66: 



American citizen?: Yes ^ No £7 

ir not, what country?: 



Age 


Range : 


(check one) 


(1) 


18—24 


CO 


(2) 


25-34 


CO! 


(3) 


35-44 


CO 


(4) 


45-54 


EJ 


(5) 


55-64 


CO! 


(6) 


65 -over 


• LO 



Race 


: (check one) 




(1) 


V.Tiite 


0 


( 2 ) 


Negro 


0 


0) 


American Indian 


0 


'.0 


Oriental 


£7 


(5) 


Other Non-white 


£7 



Area 


of Origin: 


(check one) 


(1) 


Cuba 


0 


(2) 


Mexico 


0 


(3) 


Puerto Rico 


£7 



Type of Instruction: 


(check one) 


(1) 


Correctional 


0 


( 2 ) 


Hospital 


COI 


0) 


Other Institutional ED 

1 



Student Attainment (as a direct result of ABE) 



A. GED 


CO 


G. Obtained employment, 


CO 




first time 


B. College 


CO 






CO 


H. Obtained employment 


CO 


C. Citizenship 


again 


D. Voter registration, first 


time ED 


I. Obtained job promotion 


CO 



E. Voter registration, repeated 

F. Entry into vocational training [ZD 



Migrant worker; 


Yes 


CO 


Ko 


CO 


Welfare recipient: 


Yes 


CO 


No 


CO 


Discontinued public aid as a result of ABE training; 


Yes 


CO 


Mo 


CO 


Mew enrollee for Nation and State: 


Yes 


CO 


Nc 


CO 


Not new for Nation, but new for State: 


Yesr 


CO 


!I: 


CO 


Enrolled at Beginning level and completed: 


Yes 


CO 


No 


CO 


Completed Intermediate level, initially enrolled at: 










Beginning level 


Yes 


CO 


No 


CO 


Intermediate level 


Yes 


CO 


Mo 


CO 


Advanced level 


Yes 


CO 


Mo 


CO 



If student did not complete level at which enrolled, 
in which level did student enroll? 



Sepa ra i i^n (d rop-out ) ? 


Yes 


CO 


No 


CO 


Reason: 










A. 


Employment 


Yes 


CO 


No 


CO 


B. 


Entry into a training program 


Yes 


CO 


No 


CO 




Job Change 


Yes 


CO 


No 


CO 


0 . 


Lack of interest 


Yes 


CO 


No 


CO 


E. 


Other kno:>m reason: 










F. 


Reason unknown 


Yes 


CO 


No 


CO 



Comments: 




Mcnihly Travel Report For Teachera and Coordinators 
of Vocational Education 

Prtpar« In ^pilcatv and sakmlt manthty H lacal tchaal adminittratar. 

Nama af Taadiar ar Caardinaiar: Manths 

Nama af Schaal : Addratt: 



RECORD OF TRANSPORTATION AND DUTIES PERFORMED 



D«y «f 


rims L««v« 




Tlm« Arrive 


Miles 

Treveterf 




^•ghMln44 


Lacatiana Vltllad, Paayta Cantactad, and Official Dutiat Parfarmad 


Hewr>MlivM 


er 

Feres Pel< 






(avar) 

* InHfcity bat, alijptana, ar raltraad, axam^t racaiytt ra^irad 


1 

j 


VOC03Q 
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RECORD OF TRANSPORTATION AND DUTIES PERFORMED (CONTINUED)^ 






Tim* 



Ltcttlont VitlfJ, P«oplt ConWcfJ, onJ OHicIfll PuH.» Ptrfenw.J 



T|m« Arriv* 






MlUt 

Tr«v«l«4 



TO BE FILLED OUT BY PERSONS CLAIMING PER DIEM ALLOWANCE IN STATE 



LEAVE 

READQUAETEKS 


arrive 

HEADQUARTERS 


DA^S 

ON 

TRAV 


AMOl'NT 


LEAVE 

HEADQUARTERS 


ARRIVE 

HEADQUARTERS 


DAYS 

OK 

TRAV 


AMOUKT 


Dfttc 


hm 


Min 


■ 


DftU 


Hour 


Min 


m 


Dftie 


Hwr 


Min 


m 


Oite 


Hour 


Mtn 


m 


1 








1 












17 








17 












2 








2 












18 








18 












3 








3 












19 








19 












4 








: 4 












20 








20 












5 








5 












21 








21 












6 








6 












22 








22 












7 








7 












23” 








23 












8 








8 












24 








24 












9 








9 












25 








25 












10 








10 












26 








26 












11 








11 












27 








*27 












12 








12 












28 








28 












13 








13 












29 








29 












14 








14 












30 








30 












15 








15 












31 








31 












16 








16 













Total Claimed for In State allowance 







ARRIVE STATE LINE 


D«i* 


H«ur 


Min. 


M. 



























RETURN TO STATE LINE 



Dot* 



Howr 



Min. 



ARRIVE DESTI NATI ON 
Min. 



LEAVE DESTINATION 



Hour Min 



Totol fares paid far travel by bus, airplane or railroad (less tax) 
Totol car mileoge, miles at tO^ p*f 



M. 



Ctoimod For 
Ou^o^Sl*t• 



NO. 01^ 
DAYS 


^ amount 



















Totol per diem claimed for in*state travel 

Totol per diem claimed for aut*of‘State trovel .... 

Totol Official Trovel Expense for This Month 

Totol for the Yeof (Including YhU Month) 

I c.r»ify that lh. abov .xp.ns.i or. fro. and ccectand w.,e incur, .d by m. in lh. 

one. with polici.. of my Boord of Educotion ond according to R.gulotions on R.imborsobU Vocotionol 

tlshed by the Texas Education Agency. 



n the performance of my official duties In accord- 
Teacher Travel e»tob« 



Approved by; 

TEA - 1 1S 



(School Administrator) 



(Supervtsori Coordinator or Teacher) 
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ADULT BASIC EDUCATION 

TIME AM) effort ATTENDANCE RECORD 

(for paid and in-kind personnel) 



MONTH 

I.S.D. 

address" 

CITY 
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A. 



O 



NAME OF EMPLOYEE 


POS. 


IN-KIND 

OR 

PAID I 

























































































































































HOURS WORKED ENTER NUMBER OF HOURS UNDER DATE: ENTER A IF ABSENT ON DATE 



DATE 



POS. = POSITION. Enter one of the touowing: 

T - Teacher, C - Clerk, S - Supervisor, A - 
Administrator, D - Director, J - Janitor, 

Aide - AIDE, Teacher trainer - TT. Note: If 

an individual's time is divided between paid 
and in-kind status, use two lines, one for 
paid and one for in-kind to record hours worked. 



1 


2 


3 


A 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 


26 


27 


28 


29 


30 


a. 


rOTAL 

































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































I hereby certify that the above information is true 
and correct to the best of my knowledge and belief. 



Supervisor or Director 



Date 









i 



a 



o 

ERIC 



TEXAS EDUCATION AGENCY 
Office of Special Adult Programs 
Adult Basic Education 
Austin, Texas 78711 



ADULT BASIC EDUCATION ANNUAL PROGRAM REPORT 
As Required by the Adult Education Act of 1966 



Name of School 
District 


Printed Name and Signature of 
Local Director 


Date of Report 


Period C< 




Date from: 


Date to: 


GENERAL INSTRUCTIONS: This form is to provide the Direc 


tor of Adult Basic Education with a 
ughout the entire State for the fis- 
1 be completed* Please submit one 


detailed report on Adult Basic Education activities thro 
cal year* Each blank space in column to the right is to 
siened ori&inal conv at the end of the proRram. 


A. Students in the program during this fiscal year: 



1, Total number of all students in the program (at least 2 weeks attendance) 



a. By grade level: 


xxxxxxxx 


(1) Beginning level (1-3) 




(2) Intermediate level (4-6) 




(3) Advanced level (7-8) 




ADD a(l), a(2), and a(3)— ♦ 




b • By sex : 


xxxxxxxx 


(1) Male 




(2) Female 




c. By age range: 


xxxxxxxx 


(1) 18-24 




(2) 25-34 




(3) 35-44 




(4) 45-54 




(5) 55-64 




(6) 65 and over 




d. By race: 


xxxxxxxx 


(1) White 




(. 2 ) Negro 




(3) American Indian 




(4) Oriental 




(5) Other non-white 


xxxxxxxx 


Number of Adult Basic Education students, by selected categories: 


xxxxxxxx 


a* Ethnic group: 


xxxxxxxx 


(1) Cubans 




(2) Mexican-Americans 




(3) Puerto Ricans 




b. By type of institution: 


xxxxxxxx 


(1 ) Correctional 




(2) Hospital 




(3) Other type of institution 




c. Migrant: Migrant workers are individuals whose primary employment 

is on a seasonal or other temporary basis and who establish temporary 
residence, with or without families, for the purpose of employment. 




d. Welfare recipient 
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3. Total number of new enrollees during this fiscal year: 


xxxxxxxx 


a. New for nation and State: The total number of Adult Basic Education 

students who entered for the first time in any fiscal year an Adult 
Basic Education class in the United States or its outlying area dur- 
ing this fiscal year. 




b. Not new for nation, new for state: The total number of Adult Basic 

Education students who previously entered an Adult Basic Education 
class in another State or outlying area in any fiscal year, but who 
have not previously entered an Adult Basic Education class in the 
given State during this fiscal year. 




ADD 3a and 3b--------------- ^ 




4. Number of students who completed the beginning level (1-3) 




5. Number of students who completed the intermediate level (4-6) who 
initially enrolled at: 


xxxxxxxx 

xxxxxxxx 


a. Beginning level (1-3) 




b. Intermediate level (4-6) 




ADD 5a and 5b------------- — ^ 




6. Number of students who completed the advanced level (7-8) who initially 
enrolled at: 


xxxxxxxx 

xxxxxxxx 


a. Beginning level (1-3) 




b. Intermediate level (4-6) 




c. Advanced level (7-8) 




ADD 6a>6b> and 6c--------------------- 




7. Number of separations, by grade level: (drop or get job, etc. -- after 

minimum of two weeks attendance) 


xxxxxxxx 

xxxxxxxx 


a. Beginning level (1-3) 




b. Intermediate level (4-6) 




c. Advanced level (7-8) 




ADD 7a, 7b, and 7c---------------- - ^ 




8. Number of separations for: 


xxxxxxxx 


a. Employment 




b. Entry into a training program 




c. Job change 




d. Lack of interest 




e. Other known reasons (specify) 


xxxxxxxx 


(1) 111 health, sickness 




(2) Moved 




(3) Transportation problem 




(4) 




TT) — 




l6) 




f. Unknown reasons 




ADD 8a through 8f------------- - ^ 




9. Aggregrate hours membership, all students: The sum of the hours present 

and absent of all Adult Basic Education students when classes are in 
session during the fiscal year, July 1 through the following June 30. 


xxxxxxxx 

xxxxxxxx 

xxxxxxxx 


a. The sum of the hours present in class by all students during the 
fiscal year: 




b. The sum of the hours absent from scheduled classes for all students 
during the fiscal year; 




ADD 9a and 9b- — — ^ 





B. Location of ABE classes: An ABE class is a group of ABE students assembled 

for instruction for a given period of time under one or more ABE teachers 
in a situation where the ABE teacher(s) and the students are in the presence 
of each other. 


xxxxxxxx 

xxxxxxxx 

xxxxxxxx 

xxxxxxxx 


10. Number of classes held in: 


xxxxxxxx 


a. Public school buildings 




b. All other facilities 




c. Total number of classes (Include those classes reported on Line 14a) 




C. Teaching and learning: 


xxxxxxxx 


11, Average number of hours of instruction required to complete: 


xxxxxxxx 


a. Beginning level (1-3) 




b , Intermediate level (4-6 ) 




c. Advanced level (7-8) 




NOTE: Average number of hours of instruction for completion of levels reported 

on Lines 11a, 11b, and 11c should not Include averages shown on Lines 
14c(l), 14c(2), and lAc(3). 


xxxxxxxx 

xxxxxxxx 

xxxxxxxx 


12, Number of teacher training workshops held in your school district: 




13, Number of personnel who received pre-service and/or in-service Adult 
Basic Education training: 


xxxxxxxx 

xxxxxxxx 


a* National training 




b. State training 




c. Local training 




add 11a, 11b, and 11c 




14, Classes where programed instruction methods were used: 


xxxxxxxx 


NOTE: (Programed instruction: instruction utilizing a workbook, textbook, or 

mechanical and/or electronic device which has been "programed to help 
students attain a specified level of performance by (a) providing instruc- 
tion in small steps, (b) asking one or more questions about each step in 
the instruction and providing instant knowledge of whether each answer is 
right or wrong, and (c) enabling students to progress at their own pace,) 


xxxxxxxx 

xxxxxxxx 

xxxxxxxx 

xxxxxxxx 

xxxxxxxx 

xxxxxxxx 


a. Number of these classes this fiscal year 




b. Number of students in these classes 




c. Average number of hours of instruction required in these classes to 
complete: 


xxxxxxxx 

xxxxxxxx 


(1) Beginning level (1-3) 




(2) Intermediate level (4-6) 




(3) Advanced level (7-8) 




D, Adult Basic Education Personnel 


xxxxxxxx 


13, Adult Basic Education teachers: 


xxxxxxxx 


a. Number 




b. Aggregate hours of instruction for the fiscal year 




16., Adult Basic Education counselors: 


xxxxxxxx 


a. Number 




b. Aggregate hours of counseling for the fiscal year 




17, Adult Basic Education local supervisory personnel: 


xxxxxxxx 


a* Number 




b. Aggregate hours of supervision for the fiscal year 




18, All other Adult Basic Education personnel at the local level: 


xxxxxxxx 


a. Number 




b. Aggregate hours of employment for the fiscal year 




E, Adult Basic Education advisory committee: 


xxxxxxxx 


19, Is a local Adult Basic Education ad^'isory committee operating? 


xxxxxxxx 


a , Yes 




b. No 




c* Number of members on the advisory committee 
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PART II 



NARRATIVE 



INSTRUCTIONS FOR PART II NARRATIVE: Provide in narrative formaTdescriptive information 

explaining overall activities of the Adult Basic Education Program in this school district 
for the fiscal year. Please attach other narrative subject matter considered to be appropri- 
ate. Use additional pages as necessary for any item. 

A. Describe any special, demonstration, research, and/or innovative Adult Basic Education 
projects, including the number of Adult Basic Education students involved. 



B. Describe specific successes and accomplishments resulting from the Adult Basic Education 
program, such as the total number of ABE students who registered to vote, the total num- 
ber of ABE students who registered to vote for the first time, the number obtaining 
citizenship through ABE training, the number getting driver* s licenses through ABE 
training, the number obtaining jobs or getting promotions, and the number discontinuing 
public aid. Also describe accomplishments such as obtaining the GED, entry into college, 
entry with a training program, (name program), or obtaining re-employment. 



C« Describe actual program activities with cooperating public and private agencies, such as 
MDTA, CAP, Headstart, VISTA, Work Study, Work Experience, Vocational Education, Literacy 
Councils, private industries, churches, and unions. 



D. Describe the major problems of the Adult Basic Education program, such as classes cur» 
tailed or closed down, approximate number of adults on Adult Basic Education waiting 
lists, teacher or administrator shortages, problems of matching funds, maintenance of 
effort, recruiting, facilities, organization, and lack of support. 



E. Describe the instructional materials used in regular Adult Basic Education classes and 
in Adult Basic Education classes where programed instruction methods were used. 



F. If possible, provide a human Interest story about one of your ABE students that sho^^’s 
unusual accomplishment. This could be based on the person's life history, age, job, 
family, children, future plans, etc. An example of the type of story desired may be 
found on page 7 of "A Step In the Right Direction", Texas Education Agency, Austin, 
IMarch 1969) which was mailed you In April. Enclose pictures, if available, illus- 
trating the story or any phase of your ABE program. (Identify persons and school 
district, and date taken, in pencil on back) 






S’. 

I 



tt- 

p 




PUBLIC EDUCATIONAL AGENCIES 
IN PLANNING AND CONDUCTING 
ADULT BASIC EDUCATION PROGRAMS 




tea-565 



Texas Education Agency 
Austin, Texas 
August 1969 
Revised 



COMPLIANCE WITH TITLE VI CIVIL RIGHTS ACT OF I96A 
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Reviews to the local educational agency pertaining to compliance with 
Title VI, Civil Rights A‘ct 6f 1964^ will be conducted periodically by 
staff representatives of the Texas Education Agency. These reviews will 
cover at least the following policies and practices; 



2. Assignment of teachers or other staff without dis- 
crimination on the ground of race, color, and national 
origin. 

3. Non-discriminatory use of facilities. 

A* Public notice given by the local educational agency to 
participants and other citizens of the non-discriminatory 
policies and practices in effect by the local agency. 

In addition to conducting reviews, Texas Education Agency staff repre- 
sentatives will check complaints of non-compliance made by citizens and 

their findings to the United States Commissioner of Education. 






1. Enrollment and assignment of students without dis- 
crimination on the ground of race, color, or national 
origin . 



I 




I 



ii 



I 

> 




